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3 May 1977

MEMORANDUM FOQR: Mr. Vincent J. Heyman
Chief,  Operations Center/DDI

SUBJECT ¢ Distribution of Mail Addressed to the DCI

1. As we discussed today, I wish to again call tgo your attention
the hecessity for all official mail addressed to the DCI to be sent tg
Executive Registry to ensure that it is placed into the system, properly
recorded, available for distribution and action as appropriate.

2. There has been another instance where a8 sealed envelope deliverec
to the Operations Ce ter after normal business hours was passed to the DCI
without going to Executive Registry, Officially, the Agency might never
have known about the item except for a query which initiated a search and

or are time sensitive,

4. T would appreciate it if you would ensure that al] duty officers
are aware of this procedure.
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